Adept

Managed ICT Services & Solutions

Outlook 2016 POP3 Mail Account Setup

1. Click on File, then on Info; under Account Settings click the same option that appears
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Access this account on the web.

2. Under the Tab for Email, select New on the left

Account Settings X

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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3. Select "Manually configure server settings" and click Next

Add Account

Auto Account Setup
Manual setup of an account or connect to other server types.

() E-mail Account
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(® Manual setup or additional server types ‘ 4

4. Select Pop or Imap and click Next

Add Account

Choose Service

() Outliook.com or Exchange ActiveSync compatible service

Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks
(® POP or IMAP 6
Connect to a POP or IMAP email account



5. Enter your User Information, Logon Information and Server Information as provided and click Next

Add Account X
POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information 8 Test Account Settings

Your Name: [YourName * We recommend that you test your account to ensure that
e the entries are correct,

Email Address: example@domain.com‘ 9
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10 Test Account Settings ...
Account Type: POP3 «

Incoming mail server:
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< Back ‘ Cancel

6. C(lick Close once

test is completed and click Finish

Test Account Settings

Congratulations! All tests completed successfully. Click Close to Stop

continue.
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Tasks Errors
Tasks Status
/Log onto incoming mail server (IMAP) Completed

s//Send test e-

mail message Completed




7. Finally, select Close on the bottom right

Account Settings

E-mail Accounts
You can add or remove an account. You can select an account and change its settings.
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support-test@adept.co.za IMAP/SMTP

Selected account delivers new messages to the following location:
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in data file C:\Users\Treslan.A\...\Outlook\support-test@adept.co.za(2).0st
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